
FIRE OPS 101 EVENT PLANNING TIMELINE

Set up the Event
Planning Committee

NOTE: This timeline is based on a FIRE OPS 101 event 
scheduled in June. Change the months/dates to adjust 
your calendar accordingly for events scheduled during 
different times of the year.

Identify key
decision-makers

to invite to the event

Choose scenarios
to run at the event

Identify staff needed
to run the event

Develop budgets for
union and FD

Obtain approval
from management to 

run the event

Choose a date to
run the event

Hand deliver
invitations to the

participants

Work with the
training academy

to plan the scenarios

Obtain the necessary
vehicles & equipment

RSVP Deadline?

Gather uniforms,
Boots, PPE, SCBA

Develop your
message & talking

points

Market the event

Order takeaway
items from vendors

(if applicable)

Contact caterers to
order food and
drinks for event

Coordinate with
the media (this late?)

Morning:
Rehearse scenarios
and talking points
with FIRE OPS 101 

Instructors

Evening:
Pre-event registration,

size-up, and event
briefing with participants

Send thank you 
letters

DAY OF 
FIRE OPS 101

June 2nd

June 9thJune 1stMay 1stAprilMarchMid-FebruaryJanuary
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